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SECTION 1  PURPOSE 
This Request for Proposals (RFP) solicits proposals from public and private non-profit, 
incorporated agencies and organizations in Virginia to provide employment services and 
employment support services through a continuum of comprehensive and integrative 
resettlement services to refugees and others eligible for services through the Virginia Refugee 
Resettlement Program.  This Request for Proposals is for Refugee Social Services (RSS) and 
the Targeted Assistance Program (TAP).   
 

SECTION 2  BACKGROUND 
The Virginia Refugee Resettlement Program (VRRP) is a federally funded program 
administered by the Office of Newcomer Services, which is within the Virginia Department of 
Social Services.  At the federal level, the program is carried out under the authority of the 
Immigration and Naturalization Act, Title IV, Chapter 2, and the Refugee Act of 1980 (P.L. 96-
212).  Services provided through Virginia’s Refugee Resettlement Program (VRRP) are 
specified under the Code of Federal Regulations (CFR) 45:  Part 400 – Refugee Resettlement 
Program and Part 401 – Cuban/Haitian Entrant Program.  Virginia Refugee Resettlement 
program requirements are based on federal program goals of refugee self-sufficiency as soon 
as possible after arrival and integration into the communities in which refugees arrive.   
 
The Virginia Refugee Resettlement Program serves individuals who have an official designation 
from the Department of State, Department of Homeland Security, or Office of Refugee 
Resettlement of:  refugee, asylee, Cuban/Haitian entrant, Amerasian, unaccompanied refugee 
minor, and victim of human trafficking and/or torture.   Refugees sometimes join family members 
who were previously resettled in the U.S.  These are called family reunifications cases or anchor 
relative cases.  Those without family sponsors are called free cases.   
 
Most refugees newly arrived in the United States are resettled by one of the national voluntary 
agencies (VOLAGs) that work with the federal government.  These VOLAGs have local affiliates 
who receive federal funding from the Department of State through the Reception and Placement 
(R&P) Program.  The R&P Program covers initial resettlement costs including providing shelter 
and food; providing clothing and pocket money; providing assistance in finding employment, and 
enrolling children in school, and covering health screenings.  The VOLAGs also assist with the 
less tangible but equally important aspect of resettlement – the adjustment to a new culture and 
way of life, including basic activities like shopping, banking and using mass transit. 
 
Subsequent to Reception and Placement, some VOLAGs receive federal funds for a program 
called the Matching Grant (MG) Program.  The purpose of the Matching Grant Program is to 
help eligible clients attain self-sufficiency within 120 to 180 days after date of eligibility for 
Matching Grant services, without accessing public cash assistance.   Employment services are 
provided to employable adult clients based on the client’s skills and needs.  Although this 
program is not administered by ONS, the Matching Grant Program is part of the overall 
resettlement program in Virginia.  As such, the State Refugee Coordinator has overall 
responsibility to ensure an effective continuum of resettlement services in Virginia.   

 
Once employment is obtained, the local affiliate and the sponsor assist the refugee in locating 
permanent housing, enrolling in English language training, and helping the refugee in fully 
integrating into the community. The local affiliate’s responsibility for managing resettlement is 
the same whether they are assisted by local sponsors, anchor relatives, or are free cases.   
 
Proficiency in English is an integral part of successful integration into the communities in which 
refugees reside.  It increases their chances of employment advancements and it is necessary 
for them to access needed community resources.   
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Successful resettlement is not defined solely by obtaining employment.  Successful resettlement 
requires that the physical and emotional health of the individuals and family are functioning in a 
positive way.  Resettlement is a continuum of services from initial resettlement activities to 
employment to integration that allows the refugees full access to community services.   
 
The Office of Newcomer Services’ guiding principle is that refugees are best served by a 
community-based system of care that is comprehensive, coordinated, planful, and responsive 
to the strengths and needs of refugees and their families.  Its expectation is that the service 
providers that receive ONS funding will promote effective, cohesive, and comprehensive 
resettlement.  The Office of Newcomer resettlement model is based on the following principles: 

 

• Early employment promotes refugee economic self sufficiency that increases over time 
and is durable. 
 

• Refugee service delivery is a continuum of services that leads to integration into the 
community and to citizenship.   
 

• Successful integration is the result of coalitions that link refugee service providers, public 
and private community service providers, and refugees.  

 
Central to refugee service delivery in Virginia is a comprehensive and integrative approach to 
resettlement.  This is accomplished through the ONS-Comprehensive Resettlement Plan (CRP), 
or a comparable alternative, which contains the foundational plan for successful resettlement of 
each refugee household.  (See page 30) 

 
The funding source is the federal Office of Refugee Resettlement.  The total amount of funds 
available under this RFP is $2,000,000 in the two categories of: 

Category Amount 
1.  Refugee Social Services (RSS)  1,400,000.00 
2. Targeted Assistance Program (TAP)  600,000.00 
 TOTAL $ 2,000,000.00 

 
The federal Office of Refugee Resettlement (ORR) awards Refugee Social Services (RSS) 
Program funds to states based on three-year arrival data.  Virginia deploys RSS funds to 
Virginia communities in a similar manner. 
 
The federal Office of Refugee Resettlement also provides grants to States for activities that 
supplement or complement the existing employment and other related services aimed at 
strengthening refugee families and promoting self-sufficiency.  These are called the Targeted 
Assistance Program (TAP) grants.  TAP grants are formula allocated funding to localities in 
States where there are 1) unusually large refugee populations (including secondary migrants), 
2) high refugee concentrations, and 3) high use of public assistance by refugees.  Virginia 
localities eligible for TAP funds are: 

 

• Greater Richmond:        $240,000 
 

• Counties of Arlington and Fairfax; and   $360,000 
cities of Alexandria, Falls Church and Fairfax       

 
PERIOD OF THE CONTRACT 
The initial contract period  
shall be the federal fiscal year (FFY) 2008 beginning October 1, 2007 through September 30, 
2008.  Grants awarded as a result of this RFP may be renewed annually for four additional 
federal fiscal years, subject to the availability of funds and performance of the contractor.   



Page 5 of 70 

SECTION 3    STATEMENT OF NEEDS 
U.S. and state governments give refugees the safety and security that American law provides.  
Resettlement offices, through their Reception and Placement Programs, provide newly arrived 
refugees with housing, food and orientation to life in America.  From the first day of arrival, 
refugees must begin to adjust to American culture and begin to understand and access the 
services in communities in which they live.  Successful resettlement does not end with 
employment. 

 
Early employment leads to economic self-sufficiency for the family and is necessary to the 
refugees’ integration into the communities in which they resettle.  The provision of employment 
services is a key component in the resettlement process, but employment alone does not lead 
to successful resettlement.  Successful resettlement requires a comprehensive approach that 
follows the ONS model of refugee resettlement. 

 
Offerors’ must demonstrate that they will provide employment services, English language 
training, and employment support services as part of a comprehensive case management 
approach to refugees’ integration in the communities in which they reside. 

 
Proposals for funding under this Request for Proposals (RFP) must: 

 
• describe and demonstrate how (1) employment, (2) English language training, and (3) 

employment support services will be delivered in a comprehensive manner;  
 

• describe how the ONS Comprehensive Resettlement Plan or a comparable alternative 
will be part of the case management process and how case management will be used to 
accomplish comprehensive resettlement; 
 

• demonstrate that the offeror behaves in a professional manner that is sensitive to 
cultural, linguistic, religious, and class differences 
 

• demonstrate the offeror’s relationship and collaboration with community service 
providers; 
 

• describe how family challenges will be handled to avoid a breakdown in the integration 
process 

 
One primary need this Request for Proposal (RFP) meets is the provision of employment 
services and employment support services that lead to employment as soon as possible after 
the eligible individual enters the offeror’s caseload.  Early employment leads to economic self-
sufficiency for the family and increases the refugee’s early integration into the community.   

 
ONS seeks proposals from offerors qualified to provide employment services and employment 
support services to refugee populations.  These services must be provided in a manner that will 
lead to immediate employment and economic self-sufficiency.  Employment services and 
employment support services are important aspects to comprehensive resettlement, which will 
lead to full integration into Virginia’s communities.   
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3.1  Eligible Populations To Be Served 
 
Persons to be served must be in one of the following eligible population groups.  Unless otherwise 
specified, when the term “refugee” is used, the term covers all of the eligible groups listed below:     
 
Eligible individuals must be in one of the “Service Priorities” described in Section 3.3 of this document.  
 
Employment and employment support services may be provided for up to five years from the date of 
their eligibility for refugee services.   
 
• Refugees - A refugee is a person who is outside his/her country of origin because of a well-

founded fear of persecution due to race, religion, nationality, political opinion, or membership in a 
social group.  Eligible participants hold the legal immigration status of a refugee, which is granted 
before their arrival in the United States. 

 
• Asylees – An asylee is a person who is in the U.S. or at a border and demonstrates that he/she 

qualifies under the “refugee” definition.  Asylees do not enter the United States with the legal 
status of “refugee,” but rather apply for asylum after they have arrived.  Once the individual has 
been granted asylum, he/she is eligible for all services and support offered by the Virginia Refugee 
Resettlement Program (VRRP). 

 
• Cuban and Haitian Entrants – Included under this definition are: 

1. Persons from Cuba or Haiti who have applied for asylum; 
2. Individuals granted parole status as a Cuban/Haitian Entrant (status pending) or granted any 

other special status subsequently established under the immigration laws for nationals of Cuba 
or Haiti, regardless of the status of the individual at the time assistance or services are 
provided; and 

3. Other nationals of Cuba or Haiti who (i) were paroled into the United states and have not 
acquired any other status under the Immigration and Nationality Act or have an application for 
asylum pending, and (ii) do not have a final, non-appealable, and legally enforceable order of 
deportation or exclusion have entered against them.     

  
• Amerasians - An Amerasian is a person of American and Asian descent, especially one whose 

mother is Asian and whose father is American.   Certain Amerasians from Vietnam are admitted to 
the United States as immigrants under the provisions of P.L. 100-202 (and the amendments to it in 
P.L. 100-461, P.L. 101-167, P.L. 101-513, and P.L. 101-649) and are eligible for the Refugee 
Resettlement Program.  Basically, these are individuals born in Vietnam after January 1, 1962, and 
before January 1, 1976, who were fathered by U.S. citizens.  The eligible Amerasian’s spouse, 
children, and parents or guardians, when they arrive with him/her in the United States, also qualify 
for the program.  

 
• Certain Lawful Permanent Residents - Persons who currently hold the immigration status of 

permanent resident alien and who previously held one of the statuses listed above are also eligible 
to receive the services of the Virginia Refugee Resettlement Program.  

 
• Victims of Trafficking and Torture – Public Law, No. 106-386, Div. A, 114 Stat.1464 (2000), The 

Trafficking Victims Protection Act, established that victims of severe forms of trafficking are eligible 
for benefits and services to the same extent as refugees.   
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Refugee Social Services (RSS) and Targeted Assistance Program (TAP) 
 
3.2 Description of Needed Services  
The offeror must demonstrate a high-level capacity to provide services that lead to the refugee’s 
economic self sufficiency as quickly as possible after enrollment in its program.  
 
There are four categories of services allowable under this funding: 
 

a. Case management 
b. Employment services 
c. English language training (ELT) 
d. Employment support services 

 
3.2A: Case Management Services 
The offerors must describe the delivery the required case management services below: 
 

1. Developing an ONS - Comprehensive Resettlement Plan (CRP) (See Page 30) for all members 
of the refugee family or a comparable alternative to the ONS - CRP 

 
2. Pre-employment services   

 
3. Arranging English language training 

 
4. Providing support services when needed 

 
5. Linking refugee family members with needed community services 

 
6. Referring families experiencing dysfunction to appropriate community resources 

 
3.2B:  Employment Services 
The offeror must describe delivery of the employment services listed below to each refugee over the 
age of 19 and refugees between the ages of 16 and 19 who are not in school.  Offerors must describe 
their experiences and ability to provide these services. 

 
1. Development of an individual employability plan for each client, which (i) states employment 

goals; (ii) details the tasks and time frames to be taken both by the refugee and by the offeror to 
meet that those goals; and (iii) identifies known obstacles to immediate employment and the 
strategies to remove these obstacles.  (The individual employability plan is part of the ONS-
Comprehensive Resettlement Plan that starts on Page 34 of this document) 

 
2. Pre-employment and post employment counseling, coaching, and mentoring to assist the 

refugee in obtaining and maintaining employment and obtaining salary increases and job 
upgrades 

 
3. Job referral, job search, job placement, and follow-up assistance 

 
4. Workplace orientation, which is a formalized written curriculum that includes rules and 

expectations of the American workplace compared to refugee’s work experiences in other 
countries 

 
5. Job development, which is direct employer contacts by offeror staff for the purpose of finding 

jobs for refugees who need direct assistance in obtaining and maintaining employment 
consistent with their abilities, skills, and experience in the U.S. labor market 

 
6. On-the-job training, which is working for an employer who provides training at the workplace on 

how to perform the work required and being paid a wage for the work done 
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7. Apprenticeship and skills recertification that does not exceed one year’s duration  

 
8. Aptitude assessment and employment skills testing, when necessary 

 
 
3.2C. Employment Support Services  
The offeror must describe the delivery of the employment support services listed below to each refugee 
over the age of 19 and refugees between the ages of 16 and 19 who are not in school.   
 

1. Vocational or career training that is part of the individual employment plan and does not interfere 
with employment and does not exceed one year  

 
2. Transportation related to an employment activity, which can be either a direct or 

purchased services 
 

3. Child care related to employment activities which can be either direct or purchased 
services 

 
4. Translation and interpreter services related to employment or case management 

services  
 
 
3.2D.  English Language Training 
The offeror must describe English language training that is provided concurrently and does not 
interfere with employment and is one or more of the following:   
 

1. Curriculum based instruction and taught by certified trainers 
 
2. Provided to increase employability skills or prepare refugees for citizenship process 

 
3. Provided individually, in groups, or on-line 

 
4. Provided directly or purchased 

 
 
 

3.3: Service Priorities 
The offeror must deliver services in the following priority order:   
 

1. All newly arriving refugees who have been in the United States for one year or less who apply 
for services 

  
2. Refugees on cash assistance (RCA), as well as refugees who are recipients of Temporary 

Assistance to Needy Families (TANF) 
 

3. Unemployed refugees not on cash assistance 
 

4. Employed refugees in need of services to retain employment, to attain job upgrade, or to attain 
economic independence 

 
Eligible refugee populations, who meet the “Service Priorities” described in items 2, 3, and 4, are 
eligible for employment and employment support services for up to five years from the date of their 
eligibility for refugee services.   
 
3.4:   Service Delivery  
Proposals must ensure that proposed programs will provide women the same opportunities as men to 
participate in all services funded under RSS and TAP.   
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3.5 Performance Measures and Standards 
All proposed services to be delivered through this RFP are subject to outcomes and performance 
measures.  If the offeror is awarded funds, all outcomes proposed by the offeror are subject to 
negotiation with ONS before funds are awarded.   
 

A.  Measures for Refugee Social Services and Targeted Assistance Program Social Services  
There are six federally mandated outcome goals for the provision of Refugee Social Services and 
Target Assistance Program Social Services, as follows:  
 

1. Number of employment placements 
2. Number of cash assistance terminations due to earnings 
3. Number of cash assistance reductions due to earnings 
4. Average hourly wage at job placement 
5. Number of employment placements at 90 days 
6.  Number of employment placements offering health benefits  

 

There are two Virginia goals for the provision of English Language Training (ELT):   
 

7. Number of refugees enrolled in employment services that are actively enrolled in any English 
Language Training, whether classroom-based, self-guided or lab-based, or through tutoring 

8. Number of refugees enrolled in employment services that are actively enrolled in English as a 
Second Language (ESL) curriculum courses 

 

Offerors must state which ELT services they will provide directly and/or will purchase. 
 

Performance Standards 
The following are minimum performance standards for RSS and TAP and English Language Training 
for the initial contract period, October 1, 2007 to September 30, 2008:   
                       Northern VA 
Refugee Social Services (RSS)         Differential 

a. Initial job placements as percent of employment services caseload   85% 
b. Average hourly wage at job placement       $8.35/hour      $9.15 
c. Employment retentions (Equals the percentage of refugees placed 

in jobs who are employed after 90 days.)     85 % 
d. Entered Employment w/Health Benefits (Equals the percentage of 

job placements that include health benefits.)     85 % 
 

Targeted Assistance Program (TAP) 
a. Initial job placements as percent of employment services caseload            85 % 
b. Average hourly wage at job placement       $8.25/hour     $9.05 
c. Employment retentions (Equals the percentage of refugees placed 

in jobs who are employed after 90 days.)     80 % 
d. Entered Employment w/Health Benefits (Equals the percentage of 

job placements that include health benefits.)     80 % 
 

English Language Training      
1. Percentage of  refugees active in any ELT service     75% 

that are active for at least 90 days 
2. Percentage of refugees active in class-based (ESL)     75% 

that successfully complete a minimum of one level of ESL 
 
Offerors must submit projected performance target levels for each performance standard stated above 
using the forms provided for this RFP. (See Pages 22-23)  Offerors submitting proposals for both RSS 
and TAP must submit separate forms for projected program performance targets for RSS and TAP.   
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3.6 Office of Newcomer Services Comprehensive Resettlement Plan (ONS-CRP) 
The ONS-CRP is a tool that documents a holistic and comprehensive approach to refugee 
resettlement.  Contractors are expected to utilize the ONS-CRP or to provide a comparable alternative 
that addresses all components in the ONS-CRP.  
 
 
Activity 

Develop and update the ONS-CRP or a comparable alternative 
 
 
Responsible Staff 

Caseworkers 
 
 
Output 

a. 100% of arriving refugees, includes all eligible populations, will have an ONS-CRP or a 
comparable alternative 

 
b. 1st review with client at 180 days; subsequent reviews at 180 day intervals 

 
c. Monthly internal review of client’s ONS-CRP by appropriate caseworkers 
 
 

Outcomes Expected 
1. RSS and TAP clients will be involved in the development of their ONS-CRP 
 
2. ONS will see a reduction in the number of difficult cases 

 
 
 
 

3.7 Disaster Preparedness 
Federal rules require that all persons served with refugee resettlement funding be included in 
pandemic influenza emergency planning.  ONS has expanded this rule to include other disasters.  
Offerors must include the following information regarding their ability to assist refugee populations 
during a natural or man-made disaster: 
 

1. A description of how the offeror is connected with disaster response planning at the local level 
 
2. A description of how the offeror is ensuring that refugee populations’ will be instructed on 

disaster preparedness and will have access to information and health services during a disaster 
 
3. A description of how services to refugee populations will be provided if staffs are unable to 

function in their case management capacity 
 

4. A description of how decisions will be made in the event that the director and supervisors are 
unable to function in their management capacity 

 
5. A description of how ONS will be informed of critical issues during a disaster 
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3.8 Matching Grant (MG) Program Information  
The federal Office of Refugee Resettlement (ORR) Matching Grant (MG) Program is an alternative to 
public assistance programs.  The program helps eligible refugees attain self-sufficiency up to 120 - 180 
days from the date of arrival or date of asylee determination, and ORR requires local affiliates to inform 
the State Refugee Coordinator of the agency’s participation in the MG Program.1   
 
As a condition of receiving funding under the Refugee Social Services and Targeted Assistance 
Program grants, those offerors who receive MG Program funds must include the following information 
with this proposal: 
 

1. a copy of the most recent Matching Grant plan submitted to Bureau of Population, Refugees 
and Migration; 

2. the number of refugees expected to participate in the program during the MG period;  
3. the services to be provided under the MG Program; 
4. the name of the MG Program contact person; 
5. an explanation of how refugees are initially assigned MG, RSS, or TAP 
6. an explanation of when and for what services MG participants are reassigned to RSS and 

TAP 
 

                                            
1 “The Matching Grant program is part of the overall resettlement program in the State.  Therefore, 
local affiliates which participate in the program must inform the State Refugee Coordinator of the 
agency’s participation in the Matching Grant Program.”1  Source:  ORR Matching Grant CY2007 
Program Guidelines; Section IV – Coordination. 
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SECTION 4  PROPOSAL PREPARATION AND SUBMISSION INSTRUCTIONS 
 

4.1. General Instructions 
1. RFP Response:  Public and private non-profit incorporated agencies or organizations located 

in Virginia are eligible to apply for these funds.  In order to be considered for selection, 
offerors must submit a complete response to this RFP. 

 
2. Submission:  The Request for Proposals (RFP) Compliance Cover form (See Page 21) 

must be the proposal cover page.  Submit one (1) original proposal and (8) copies of 
the original proposal to the Virginia Department of Social Services with an original 
signature of the offeror’s authorized representative on EACH proposal -- the one 
original and the 8 copies.  The original proposal shall be so marked.  No other 
distribution of the proposal shall be made by the offeror. 

 
3. Proposal Preparation 

a. All information requested should be submitted.  Failure to submit all information 
requested may result in the purchasing agency requiring prompt submission of missing 
information and/or giving a lowered evaluation of the proposal.  Proposals which are 
substantially incomplete or lack key information may be rejected by the purchasing 
agency.  Mandatory requirements are those required by law or regulation or are such 
that they cannot be waived and are not subject to negotiation. 

 
b. Proposals shall be prepared simply and economically, providing a straightforward, 

concise description of capabilities to satisfy the requirements of the RFP.  Emphasis 
should be placed on completeness and clarity of content.  The proposal must be 
organized as follows:   

• RFP Compliance Cover form – proposal cover page 
• Table of Contents 
• Executive Summary 
• Summary of Past Accomplishments 
• Description of Proposed Program 
• Program Evaluation 
• Proposed Budget 
• Required Attachments 

 
c. The entire proposal must be in a three-ring binder that does not exceed 1½ inches in   

width.  Proposal formatting requirements: 
 

• Font size:  12-point font 
• Font style:  Arial 
• Line spacing:  Double spaced 
• Paper size:  8.5" by 11" paper 
• Pages:  Single-sided 
• Margins:  1-inch - left, right, top and bottom 
• Page numbering:  Right; bottom of each page 

 
The proposed program narrative must not exceed 20 pages.  Attachments must not 
exceed 20 pages.  All pages of the proposal must be numbered sequentially 
including attachment pages.  Do not include books, videotapes, or brochures.   

 
d. Ownership of all data, materials, and documentation originated and prepared for the State 

pursuant to the RFP shall belong exclusively to the State and be subject to public inspection 
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in accordance with the Virginia Freedom of Information Act.  Trade secrets or proprietary 
information submitted by an offeror shall not be subject to public disclosure under the 
Virginia Freedom of Information Act; however, the offeror must invoke the protections of § 
2.2-4342F of the Code of Virginia, in writing, either before or at the time the data or other 
material is submitted.  The written notice must specifically identify the data or materials to be 
protected and state the reasons why protection is necessary.  The proprietary or trade secret 
material submitted must be identified by some distinct method such as highlighting or 
underlining and must indicate only the specific words, figures, or paragraphs that constitute 
trade secret or proprietary information.  The classification of an entire proposal document, 
line item prices, and/or total proposal prices as proprietary or trade secrets is not acceptable 
and will result in rejection of the proposal. 
 

4. Oral Presentation:  Offerors who submit a proposal in response to this RFP may be required 
to give an oral presentation of their proposal to the State agency.  This provides an 
opportunity for the offeror to clarify or elaborate on the proposal.  This is a fact finding and 
explanation session only and does not include negotiation. The issuing agency will schedule 
the time and location of these presentations.  Oral presentations are an option of the 
purchasing agency and may or may not be conducted. 

 
4.2 Specific Proposal Instructions 

Proposals should be thorough, clear and logical so that the Virginia Department of Social 
Services may properly evaluate your capabilities to provide the required services.  Offerors 
are required to submit the following items as a complete proposal in the order listed: 

 
1. The Request for Proposals Compliance Cover sheet (See Page 21) must be the cover 

page of all submitted proposals – originals and copies.  This form must have the original 
signature (in ink) of the offeror’s authorized representative.  The offeror is responsible 
for reviewing the entire RFP to ensure that all requirements of the RFP are 
complete.  

 
2. A Table of Contents page in the proposal with headings titles and sequential page 

numbering of the proposal, including attachments.  The Table of Contents page is not 
included in the page number limitation.     

 
3. Proposal Narrative Contents 

Offerors must propose a well-designed program plan with a clear and compelling 
justification for the requested funds.  The narrative must include the following: 
 
a. Executive Summary – Organizational Capacity 
Provide a one page overview of the proposed program, the organization’s ability to carry 
out the proposed program, anticipated results, and the current and projected issues in 
refugee resettlement in Virginia.   The Executive Summary is not included in the page 
number limitation.   
 
b. Summary of Past Accomplishments – Organizational Capacity 
If the organization currently receives ONS funds, provide a clear description of the 
accomplishments achieved to date in relation to the performance measures required by 
the grant that covers the current cycle.   
 
c. Description of Proposed Program - Need for Services Proposed 
Provide a service plan that is clear, concise, and gives evidence that it is thought out 
and well planned.  Enough detail should be included to provide a picture of what 
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services are proposed and what service strategies and approaches will be used.  The 
plan must be consistent with the service priorities stated in this RFP.   
 
The service plan must describe the methods by which the offeror documents and 
manages service delivery.  The offeror must demonstrate community relationships and 
links to organizations that are part of a continuum of resettlement services that support 
and leads to a comprehensive approach to resettlement.   
 
The service plan must establish a direct relationship between the services to be offered 
and justification for the staff identified in the offeror’s proposal.   
 
Offerors must describe how client and program data is currently collected and managed.  
All offerors awarded funds will be linked to the Virginia Newcomer Information System 
(VNIS), a statewide computer-based refugee data management system.  Each offeror 
must demonstrate that it has the computer and staffing capacity to be part of VNIS.  
Describe any volunteer support required in the delivery of services, and an overview of 
how the volunteers are managed.  
 
The proposed program must show that the offeror’s staff reflects the ethnic background 
of the population served.   Offerors should also describe how they balance the expertise 
of current staff with new staff hired to serve newly arriving refugee groups, and provide a 
list of all staff positions, documenting their experience, bilingual and bicultural 
capabilities, and educational qualifications.  
 
Proposed programs must demonstrate that formal arrangements between the service 
providers and the local departments of social services are in place and in operation to 
ensure that refugees who are enrolled in TANF are referred to the resettlement provider 
for employment services and are subject to case management that is a workable 
arrangement among the two entities. The working arrangement must include a method 
for recovery of TANF case information sufficient for reporting to ONS.  Proposals should 
provide any documents (e.g., letters, MOU’s) that indicate these relationships. 
 
Proposed programs must provide evidence of linkage with local health care providers 
who can assist in meeting the health needs of refugees, particularly those refugees who 
would not otherwise be able to become self-sufficient. 
 
d. Program Evaluation  
Each offeror must describe procedures for routinely and thoroughly assessing proposed 
program performance. 
 
Each offeror must include an evaluation plan that indicates how the service provider will 
determine the degree of success of the proposed service plan.  This evaluation plan will 
be consistent with the performance measures used, and should include the following: 

 
1. Staff performance assessment  
2. Method for analyzing results that must include such elements as surveys and 

focus groups for refugee clients, employers, volunteers and an overall description 
of internal monitoring activities; and 

3. Tools used to evaluate the efficacy of the services 
 
4.  Proposed Budget 

Complete the following forms:  a. Budget Summary – DSS Funds (See Page 25); b. Budget 
Detail – Salaries and Employee Benefits (See Page 26); and Budget – Other Proposed 
Expenses (See Pages 27-28).  Provide justification for all proposed staff positions.  If funds 
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are being requested for salaries, describe what is included in employee benefits.  Funds 
cannot be used to supplant existing funds.   

 

All expenses included in the proposal must be allowable under federal and state 
regulations, must be reasonable and necessary, and apply directly to the program.   
 

5.  Required Attachments 
a. Agency organizational chart 

 

b. Letter(s) of Support and Interagency Agreements - Letters must be attached demonstrating 
that the proposal will have the support and cooperation of other agencies in the community.  
If the project is dependent on another agency for successful implementation, a letter from the 
other agency specifying the nature and extent of the agreement (i.e. documenting the types 
of support or services that will be provided) must be submitted 

 

c. Job descriptions for the specific position(s), both paid and volunteer, responsible for the 
project implementation must be attached  

 

d. Copy of the offeror’s confidentiality policy must be submitted by each offeror providing direct 
services 

 
e. The Program Assurances Statement (See Page 51) 

 
f. Signature page for Federal Assurances and Certifications (See Page 58) – SIGNATURE 

REQUIRED 
 

g. Completed W-9 Request for Taxpayer Identification Number(s) and Certification – 
SIGNATURE REQUIRED (See Page 59) 

 
 

h. If the offeror agency is a private non-profit agency, the following is required at the time the 
proposal is submitted:   

 
i)    A copy of the offeror's Certificate of Incorporation or Certificate of Authority from the 

State Corporation Commission;   
 

ii)  A copy of IRS form(s) certifying that the offeror   organization is exempted from federal 
income tax payment under Section 501(c)(3) of the IRS code; 

 

iii) The 2007-2008 fiscal year's proposed operating budget for the offeror and a statement of 
estimated actual costs for the previous 2006-2007 year, including a listing of the sources 
of funding for both budgets (i.e. Statement of Revenues and Expenditures); 

    

iv)  List of the current members of the Board of Directors of the offeror’s agency 
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SECTION 5  EVALUATION AND AWARD CRITERIA 
A review Committee consisting of local community members and Department staff shall review 
proposals.  The review committee will submit recommendations for funding to the State Refugee 
Coordinator.   
 
To be considered for funding, proposals must first meet the stated objectives of the RFP as 
specified in Section 3, Statement of Need.  Proposals must meet all requirements as outlined in 
Section 4, Proposal Preparation and Submission Instructions, of this RFP.   
 
Proposals shall be evaluated using the following criteria: 

 
1.    Description of Offeror Demonstrates Capability to Carry Out Proposed Project (25 

points) 
 

a.     Description of the purpose and goals of the agency 
 
b. Provision of a current organizational chart (included as an attachment) 
 
c. Explanation of the state of refugee resettlement in Virginia and beyond 

 
d. Adequacy of past performance of agency, staff, and volunteers 
 
e. Adequacy of agency programs, activities, staffing and organizational structure to 

support proposed project 
 

f. Description of other programs that serves other populations besides refugees, if
 applicable 

 
g. Explanation that demonstrates ability to maintain records and provide fiscal 

accountability 
 

h. Specification and description of proposed geographic service area(s) 
 
i. Explanation on the effective use of community services and resources 
  
j. Provision of letters of support that exhibit confidence in the offeror’s capacity to carry 

out the proposed program 
 
k. Provision of memorandums of understanding and partnership agreements 

 
 

2.    Need for Services Established (15 points)  
 

a. Description that clearly defines the problem and population(s) to be served 
 
b. Description of program impact for the community and targeted population 

 
c. Identification of existing resources and ensures unnecessary duplication 

 
d. Specification of whether this is a new or on-going program 

 
e. Description of past funding and program accomplishments, if program is ongoing 

 
f. Documentation of linkages and involvement in the refugee service community  
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3.   Description of Proposed Program (30 points)   
Proposals shall:   
 
a. Describe service priorities and targeted performance goals that are consistent with goals 

and objectives set forth in Section 3, Statement of Need 
 
b. Describe the congruence between all proposal components including the service plan, 

activities/goals, budget, and other required attachments 
 
c. Demonstrate appropriate planning for the provision of the proposed program 

 
d. Specify target population and anticipated shifts in current population served 

 
e. Project the number of clients to be served 

 
f. Describe current demographic and resettlement characteristics of eligible populations to 

be served 
 

g. Describe how the ONS-CRP or a comparable alternative will be used in the proposed 
program 

 
h. Specify who (staff/volunteers) will provide the service and the need for appropriate and 

qualified personnel to implement project 
 
i. Specify how volunteers will be recruited and utilized 

 
j. Specify location of service delivery; describe community characteristics that include level 

of commitment of the host communities to eligible populations; and describe general 
resources available 

 
4. Program Evaluation Measures the Degree of Success in Accomplishing Goals 

 and Objectives (15 points) 
 

a. Describe how the program evaluation measures both quantity and quality of services 
 
b. Describe how success is measured in accomplishing goals/objectives 
 
c. Describe the analysis of results 

 

d. Describe the method for ongoing review during the initial contract period 
 

e. Describe record-keeping and data collection that are specific and appropriate, including 
statistics required for quarterly and final reports 
 

 

5. Budget (15 points) 
The budget shall include: 

 
a. Costs that are reasonable and consistent with proposed activities/services  

 

b. Costs that are clearly explained with justification for all costs 
 

c. All sources of funding 
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SECTION 6  REPORTING REQUIREMENTS 
The contractor shall produce the following reports of activities and services: 

 
1. Quarterly Performance Report (QPR) Narrative and Statistical Reports shall be made 

according to the schedule below:   

Quarter Time Period Due Date* 
First Quarter October 1- December 31 January 31 
Second Quarter January 1- March 31 April 30 
Third Quarter April 1 - June 30 July 31 
Fourth Quarter July 1 - September 30 October 31 

*If the due date falls on a Saturday or Sunday, the report is due on the Monday following the due date. 
 
The QPR shall include the following: 
a. Detailed description of activities and an assessment of the progress of the project compared 

to the activities/goal plan; each goal, objective, and related activities shall be addressed 
 

b. As a portion of the QPR, quarterly statistical reports will be generated by the Virginia 
Newcomer Information System (VNIS).  To ensure the accuracy of these reports, each sub-
grantee is responsible for and shall reconcile internally generated reports against the VNIS-
generated report 

 
c. Any gaps in services or barriers to the progress of the project, with proposed solutions 

 
d. An explanation of any deviations from the work plan 

 
e. Any changes in staffing 

 
f. Identification of any particularly successful or unsuccessful project activities or components 

 
g. Copies of any materials that have been developed under the contract  (Materials produced 

under this contract must bear a statement that the project was supported by the Virginia 
Office of Newcomer Services – Virginia Department of Social Services) 

 
2. A Final Program Report shall be made to the purchasing agency within 30 days of the 

completion of the contract.  The final report is a cumulative summary and evaluation of project 
activities and services over the contract period.  It shall be in the same format as quarterly 
narrative reports and shall include:   
a. An overall quantitative and qualitative evaluation of the project including an assessment of 

whether the project's goals and objectives were met 
 

b. Any problems or delays that were encountered and how they were resolved 
 
c. An assessment of the project's effectiveness and the value to the client/community 
 
d. Efforts that have been made to continue the program past the grant period  
 
e. Statistical information on clients served 
 
f. Copies of any materials that were developed under the contract 
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3. A document may be required by the purchasing agency for the purpose of disseminating any 
portions of the project that have been successful in a manner useful to other agencies or 
organizations in setting up a similar project.  The purchasing agency will assist the contractor in 
determining what information shall be included after receiving the final report.   

4. A written report to the purchasing agency which shall be submitted within seven (7) days 
indicating significant deviations from anticipated progress and/or problems associated with the 
delivery of services as agreed to by the purchasing agency and the contractor.  Such report 
shall identify the deviations and/or problems, whether anticipated or actual, the effects of such 
on the performance under this contract, and a proposed plan for resolution. 
 

5. The contractor agrees to provide any additional reports that the Purchasing Agency may request 
by written notice to the contractor.  If, because of extenuating circumstances, a contractor 
cannot meet a report due date, a request for extension must be submitted in writing to the State 
Refugee Coordinator prior to the report’s due date.  In addition to written reports, the contractor 
will meet with the State Coordinator at least quarterly to review written reports and to discuss 
areas of concern. 

 
 


